IPCE Umbrella of Support

Mission Support assists each Division achieve its organizational goals. Mission Support accepts any process related task
in favor of allowing the Divisions focus on their content and work products.

Note: each bubble
represents a functional
role, not necessarily a full

time position .
GS15 supervisor
Integration of support across IPCE Divisions;
special topics for support improvement & local
office policy; supervision; HQ Ops

Policy &

Business Lead
Formulate /defend budget
Issue guidance to Divisions

Certify funds (travel,

training, awards)

COTR Resources

Contracts Purchase requests

Invoices Maintain PR Log
Acquisition Plans Certify funds

Correspondence
Purple package preparation;
correspondence; stakeholder
request routing; ALR;
Prepares weekly SAW
Special assignments; SoA

Front Office

Admin Specialist (reports to AA)
Contractor WYE, with b/u available
Reception; distribute mail; phones
Maintain Calendars
Actions & purple package routing
Records Management
FedTraveler
Supplies

Org Dev’t Specialist
Org Change / performance
Hiring; Human Resources
Diversity Board member

IT/Facility Ops
CI/CO; facility requests
Safety Liaison; COOP
Assist COTR with office
IT procurements

Integrated Content — the products of each Division

HR Suppor
Train & Award inputs
IDP; special projects

Webtads; FFPS,
vacancies; perf. cycle




